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May 7, 1982

e/% TO ALL EMPLOYEES
|STATE, IDCA, UsICA

3.+~ | This Notice is intended for
‘ R ~ . | 3 employees. Please read
Advance of Pay y. N | and pass on, thank you.

“Effectlve Aprll 7, 1982, the f1ve Forelgn Affalr Agencies i ,
1mplemented the Advance of de regulatlon for all employees;assigned
o) a poat in a forelgn area.: v i [ Sued

The 1mplement1ng r gu a 1ons for thlS new allowance were negotlated
among the Foreign Affairs’ Agencies, The American Foreign Service
-Association (AFSA) and The American Federation of Government - ' T
{“Employees (AFGE) Local-1812.- The applicable regulations (3 FAM 390 Lo
and 4 FAM 548) are quoted below for your 1nformat10n. '

Quote, begln text- f’

3 FAM 390 TL:PER-523 ~ -
- Date: April 7, 1982 '

UNIFORM FOREIGN AFFAIRS REGULATIONS

(These regulatlons apply to State/AID/USICA/Agr1culture/Commerce)

390 ADVANCE OF PAY UPON ASSIGNMENT TO A POST IN A FOREIGN AREA

391

Authorlty

Sectlon 23lO of the Foreign Service Act of 19dO amenoed Subchapcer
+ III of Chapter 59. Of;Tltle 5, United States Code, to add a new

1isectlon 5927 That section- prov1des that;up to three- months ‘pay.’
may be pald in advance to an employee upon the assignment of the

employee to a post 1n a forelgn area. . S

391 2 Regulatory

Chapter 850 of the Standardized Regulatlons (Government Civilians,
Foreign Areas) (GC, FA), contalns general regulatOJy authority.

(Continued on reverse)
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392 cMaking Advance PaYment’

- For State, USICA, Agriculture, and Commerce, 4 FAM 548, "Advance of

. Pay," provides the policy and procedures governing advances of pay

:wupon assignment to a post in a foreign area. For AID, see Handbook
19, chapter 14. Unquote, end text. ) :

B e IR S e

RN A . X -
Lo . [ o

-~ 4 FAM-548 TL:FIN-268 . ¢ ca.
;. Date: ‘April 7, 1982 - T

. .1,; B

’ UNIFORM FOREIGN AFFAIRS REGULATION

‘~-548 Advance of Pay

i548 l Purgose CES o

,Thls sectlon prov1des the pollcy and procedures governlng advances
"of pay’ upon.the a551gnment of an employee to a post in a forelgn e
area. - L ;o

548 2 Authorltz

Thls sectlon applles to the follow1ng agenc1es- State/AID/USiCA/FAS/
Commerce.- 5 U.S.C. 5927, as.established by the Foreign Service Act
of 1980 (Publlc Law 96-465, dated October 17, 1980), prov1des as

follows-. 2
J;"Up to. three .months' pay may be paid in advance.to an: ,;pjgf
‘ _:,’employee :upon the a531gnment of the employee LO a post o
‘*:¢?1n~a forelgn rarea:- Pt s S e “*3*,55

548. 3 ‘Deflnltlons 5}
a.‘"Employee _means an'individcgl empioyedﬂin the-civilian service
of a government agency (including Chiefs of Mission, and menbers of
the Forelgn Serv1ce of the United States) who is: :

. (1) A citizen of the United States; : o i
(2) Officially assigned to a foreign area;

(3) Receiving basic compensation; and

(4) Eligible for allowances or differential.
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b. "Foreign area" means any area (including the Trust Territory of
the Pacific Islands) situated outside the United States, the
Commonwealth of Puerto RlCO, and tne posse551ons of the Unlted
States.-~ - S ER A . -

P

Vbi "Pay"fmeans current’ salary at tlme of request, that 1s, the ba51c :
compensation. of an employee exclusive of all allowance, -:= R
1;?d1fferent1als, or . other additional compensatlon. In this 1nstance,'
. it is the net compensatlon (gross pay minus mandatory deductlons)
v53ﬁpjcover1ng a"bi- weekly pay perlod. B L o

‘the’ employee, regardless ‘'of whether the employee is detailed = :
.elsewhere or resides at another place w1th the authorlzatlon or'
uapproval of’the head 'f the agency. R : R R

PR

feﬁ;?548 4 Issulng Advance of Pay :

’1jFor State/USICA/FAC/Commerce, the follow1ng procedures apply (for -
_;AID see Handbook l9, chapter 14) PR . ‘ SR A K

a. Requestlng an’ Advance of Pay

- ——n PRV T T I f L . R

?An employee should subnlt Form JF-55, - Request -and Voucher for an
Advance of Pay, ' 1n a time frame that will allow for payment by U.S.
Government check on the date requ1red. The request may be 1n1t1ated
upon ‘receipt ‘of travel orders, but, normally not more than 45 days
prior to the-employee's departure to, or not more than 60 days after
arrival at the overseas assignment. The request (original and three

- copies) w1ll be 51gned by the employee, who should supply his/her

.;complet " mallln “Jaddress. for the check,‘soclal security

i "”"number .A.cOpy’of the travel- .orders

f%’a551gn1ng tne;employee to a post-in a forelgn area will support the
request. .In cases where orders are not received. 45 days prior to
fplanned departure, the travel authorization number, will be provided -

. The requestiwill contain the following statement:

M“Post" means the place de51gnated as’ the official duty statlon -of g}f

VJL?"Repayment “oftthis“advance?is: to be made ‘by* payroll-deductions. The -~

full advance w1ll be repald in not more that 18 pay perlods. I will
maintain other voluntary deductions such as allotments in amounts so
as not to delay repayment of this advance." Employees may elect a

repayment schedule of less than 18 pay periods. (See Exhibit 548.4a)
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b. Calculation of Advance of Pay

Maximum advance of pay for wh1ch an employee is ellglble is
calculated on the basis of the employee's base bi-weekly salary
minus mandatory deductions provided repayment schedule can be met.

-~ Using the current earnlngs statements of 2 employees, the following
data is extracted.;, o ey . W e e N

i de

Ty

- Employee X ,  Employee Y

. (l) 80 hours base panyeXCludes dlf— I E PP
ferentials allowances and premium pay) $l,lOO,;
(2) ‘Less mandatory deductions (retire- R
-ment, Federal 1ncome tax, life ‘insurance, .. .. e -

etc. ) . s % -350
(3) Net pay before allotments e e $1,750; - 8%
(4) Voluntary allotments on file -100 :

(5) Net pay AR EE TN NP S P $ 650

g e A ST
}‘lCelllng of advance would be 6 tlmes $750 or $4 500.7 -
In above examples, celllng for advance of pay for both employees"
would be based on 6 times line 3 (6 times $750 = $4,500). Employees
may request an advance of less than ceiling. Repayment of total .
advance must be made in 18 pay periods or less. The following ...
illustrative schedule shows advance and bi-weekly repayment an
employee may consider provided repayment schedules can be met.; o

L Amount of T
Advance of Pay*Reguest

Repayment"Bl—Weekl
. Over . ‘18-.Pay -Periods

LN e e N

$4 500 ' S $250
« 4,050 5. - L PR 225
3,600 .. .200 7
- - ~£3,150" T - 175
.- 2,700 . L 150 °
- 2,250 . o . 125
1,800 ' " 100
1,350 75

2Repayment may be scheduled in less than 18 pay periods.
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In Summary: Employee X could receive a maximum advance of $4, 500..‘
.Repayment over. 18 pay periods would be at the rate of $250 per pay

period..: (Employee X can easily support repayment from take home ray
line (5)). S s

- - . Lo
N : . yroes I

- In Summary: Employee Y who maintained voluntary allotments of pay
“(line (4)) totalling $550, may not request an advance that would
exceed .repayment ability of $200 per pay period (line (5)).

' _Schedule above shows advance of $3,600 carries repayment schedulé of -
- $200 bl-weekly over 18 pay periods which would be ceiling employee. Y

. could- request.. However, if employee Y elects to reduce voluntary '
ff:allotments, -a-higher, advance could be requested up to celllng of A
- $4,500 (same as employee X) : -

_ (l)“Employees transferrlng from as31gnment in the Unlted States ..
'\;(domestlc assignment) to a post in a foreign area, should forward ,
u“request w1th requlred documentatlon (see section 548.4a) to-,m‘:j3,“'

jState. ‘M/COMP/FO (Payroll Office) ' o U
) - Room 6701, SA-15 , T ey
'“USICAi _Chief, Foreign Service Personnel
.. sirs. MGT/PF ' N o ,
s s 21776 Pennsylvanla Avenue, NW o

) . Washlngton, DC 20547

:,TSASQ '”'USDA‘—'Foreign Agricultural Service
o _ Fiscal Operations Branch, MSD
Washington, DC 20250

- ...~ Commerce: Director, Office of Financial Operations
) - Office of. The Secretary
Room: 6823 - COMM - _
'Department of. Commerce

"~ Washington, DC 20230

.3(2) Employees transferrlng fron a post in a foreign area to another-
'Aﬂpost ‘in’a foreign:area or, requestlng advance of pay upon arrival. at
‘a post-in a forelgn area, should submit required documentation in'
accordance with instructions of the payrolling office serv1c1ng the

post where the appllcatlon is made.

Approved For Release 2007/10/23 : CIA-RDP92-00455R000300030002-7




Approved For Release 2007/10/23 - CIA-RDP92-00455R000300030002-7

-6- .

(3) Payroll and/or Budget and Fiscal personnel examine documents to
verify completeness and correctness of data in the request including
" computation of amount to be advanced, payback and accounting data.
Upon completion of verification process, the request document will
be certified for payment.. ‘ »

R e . . Lo R
The advance is charged to the appropriation from which'the = 7
employee's regular salary'is paid. The allotment to be charged:
‘for’ State, central allotment 7097; for USICA, organization cost -

centeri1090.  FAS, organization code 0899. - Sl TETEE R

I . s . g
L P 3 - N LR 2.2

B R i FR X . e -,
. - LE s . < B R

G, Y LATR Ny L A 35 .
b I o \n:',._'".... Y dia A oa DA N i w

d.jReqﬁésting AdvancéJPfibf*to”ilquidatihg”a'Currémt Advance of: Pay

_An ‘employee who has an outstanding balance from a prior advance of
pay may be issued a new édvancefwhen,’upon_arrival at the new post.
in a foreign area, the employee is reassigned to another post in a
foreifmn area before full repayment of a previous advance of pay-

The ‘total unpaid balance-plus the new-advance may not exceed 6 pay
periods.‘*v:v e TR A S T e e Rmn e

RERICRpIPE

g

_Collecting Advance of Pay - -

548.5

e

'a{wﬁdvahééwpaY'is"ébllécté"‘by'biiheek1Y'déductiOhs from an R
employee's salary. The deduction from salary will begin on the pay -
day which falls during the second full pay period following the pay
period -in which the advance check is issued. There shall always be
one full pay period between the pay period in which the check is
issued and the pay period in which the first deduction occurs and in
no case will the deduction begin earlier than 24 days from the date
of issuance of the check for the advance.

b. Deductions from an employee's salary for advance of pay are
credited‘tokthe.advance;péy;aCCnggggapprppriationLfallotment,- ’ o
_traveliauthorization-number:an ﬁﬁgqial-sééurfty*nhmber) and-  reported
to wdshington*monthly'ih"ﬁﬁéﬁ?éﬁﬁifed ‘format for other ~accounting ’
dnta, using SF-1221, FS-478, or FS-477. Regional Administrative
Management Centers must provide detailed collection data on the
mon;h{ywpapeitqfseryiqedj;genc}égjto facilitate direct input:'to the

. accbuntlng sys tem. r ” R R A N hLe Il

-

5 - Dot P

c. In accordance with the order of precedencé for payroll
deductions, prescribed by the General Accounting Office, advance of
pay is considered to be an indebtedness due the United States and
deductions therefore precedes other voluntary deductions, including
allotments and assignments of pay (section 551.5).

d. Should an assignment to a post in a foreign area be canceled at
the convenience of the agency. the employee may repay the advance in
the normal repayment schedule.

\
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Should assignment to a post in a foreign area be canceled at the
convenience of the employee, the outstanding balance shall be repaid
in full immediately to the applicable agency office cited in section
548.4c(1). ' . ) ’

g

e, In}the,case of non-issuance of a pPaycheck, a lump-sum retroactive
. salary:-payment will be made. . The deduction made for each Pay period.
) included_in~the_retroactiye salary payment shall not exceed the

. normal;payback~amount.” In the event that the advance is not %
‘ideducted, : the ‘nondeducted amount will be viewed as an overpayment .
‘.. and .repayment will ‘be made in accordance with Comptroller General .
._.~decisions and operative Agency regulations: For the Department of

. . State 4 FAM 488; for AID Handbook 19, Chapter 14; for USICA MOA VIii, -
" "Section:470.. For Agriculture USDA 7AR696. - e s " o

(2'1 o

TR S
Eogi i,

'1»254816[ Fiséaihéshéfdiﬂaﬁa Répbrtiﬁ§*~ I

" BEach agency is responsible for establishing accounts receivables‘bn
the basis of disbursements charged to the centrally controlled

egaccount;suggorted,gx a signed copy of.the Advance of Pay Request

,*(APR).:;Accounting‘transactions must be reported to serviced . -

-.agencies,monthly- in accordance with procedure established in 7"

" “¥sections 200 and 300 (SF-1221, FS5-478, Fs~477, or OF-257).

R,

For;disbursements}‘RAMC Or non automated posts shall,submit an .
FS5-477(M) or OF-257 supported by one signed copy of the APR, see
“rreference section 250. Collection of advance of pay is shown on the

- FS-477 and in the automated payroll system.

\548l7 Transfer ofvPay Authority

-Upon transfer of authority to pay, the losing payroll office :
.. reconciles-the*account balance and. assure that the reconciled "
“w;baléhﬁé§to%be¥Collectedéis#included,4andxidentified,~ontthew‘]f
- authority being transferred as well as the bi-weekly deduction
amount.  The gaining pavroll office is respansible for continuing
the;deductions;and;repo:tingrcollecting in,accordancezyithwthis:;

s A ek e e o1

‘procedure .

TSI Do T E ol AL

548.8 -Discrepaﬁcies in Advance of'Pay Account

Since advance of pay accounts are centrally controlled accounts, any
inquiries concerning a.discrepancy in collection or account balance
should be directed to the appropriate control office in the agency
for response. After review of the account, the central office
adjusts or instructs the paying office to make adjustment, as
appropriate.
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548;9”wColléctiﬁg Advance Pay Under Default

In the eévent of default by the employee, uncollected balance of -
advance pay is subject to provisions.of: : e

fo o g,

" a."Federal Claims‘Collection Act of 1966 (31 U.S.C. 952). It
- codified for ‘the Départment in“section 488, gives the Department -
responsibility for collection of claims of the United States for .
money arising-out of-its activities.” Such collection action may -
" includé:setZoff against accrued pay, amount of retirement credit, or

other émOQQtHdué?thélemployéeﬁﬁrom’thevGoyernment"or such other. : :

. .. method-as is-provided by law. : AT Lo Rae
N N PR e, N i" e § : FRCOR L . . E . 2 .

e+ esmsmrenat ans g it

b. “Treasury Fiscal Requirem hte Manual (TFRM) ‘6-8020.20 which: ..

* . provides for ‘assessing interest and/or charge for late payment where

repayment is not made in accordance with terms of the arrangement.

_Unqubté,ﬂ

end text.

JF-55 Form for “applying for” advance of pay ' is attached. ' Bureaus are

. requested’ to reproduce forms and keep a supply available for -

' emploYées”?éduesting'advahéévbf pay. 'Payrolling offices will also
have a supply of forms on hand.” - - ER T e ; . S

criteria for® receiving advance of pay for those now assigned to
Washington with onward assignment to an overseas post: The
following documents should be sent or handcarried to the appropriate
payrolling offices listed in- para 548.4c(1). : '

a. JF-55 Form (original and two copies) Employee should retain
copy for his/her records. Co

statement = e Y A I

e - ORI

dﬁ'Cbb&}qf;tfafelfofdef“aSSighing'empioyeéftd'axpost'in a foreign
. area.’ o L S B

1Adv§ﬁééﬁégﬁhbﬁ*beﬁméaéiuhlegsméll~aocdméntsyﬁféf%ubmitted@ﬁoathe:f
payrolling office which pays the employee. ' ' ' EEEEEEE

Request for advance of pay may be made up to 45 days prior to
departure to the overseas assignment or within 60 days after arrival
at the new post of assignment. Employees between assignments may
request advance upon arrival at the new post of assignment or may
forward above mentioned documents to the post from which they are
currently paid. Posts and overseas payrolling offices are prepared
to assist employees requesting advances at post.
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